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Email Outlook client setup

This document contains instructions  for setting up Microsoft Outlook to access NMFS Mail
and Directory servers.

Start outlook express.

Cancel the internet connection wizard if necessary.

Select Yes.

Select Yes.
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Enter Your Name as you want it to appear in the from box on messages you send.

Select the first option and enter your address.

Very important! Select IMAP from the drop down list.
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Enter HQMAIL.NMFS.NOAA.GOV in both server boxes.  Case does not matter here.

Un-check the box that says remember my password.

Click finish.
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Click yes to get the list of email folders from the server.

Enter your password.

Select OK to close the Imap folder list when it is finished.
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Outlook express will now have two sub-folders in the folder list.
one for local, and one for hqmail.
Next you need to add the NOAA address book.
Start by selecting Tools, accounts.

Select Add, Directory Service.



IRM Document ID 00014

Enter HQDIRECTORY.NMFS.NOAA.GOV in the server name field.  Case does not matter here.

Select Yes to have you addresses checked when you send a message.
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Select finish.

Select the properties of hqdirectory.
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Enter o=noaa.gov . The leading character is the letter and not zero.  Case does not matter here.

Close the accounts window.
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Create a new message to yourself, to test your connections.

Enter some names and verify directory service is working.  The names are not validated until you
send the message or execute the check names function.
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Invalid names return error.  Select Cancel to delete the recipient, show more names to change the
entry you have made.

Underlined names have been validated.
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Send the message to yourself to verify that you can both send and receive mail.


